Job Description for     
Date




Position
CUSTOMER SALES AND CARE TEAM – TELE-SALES 
Reports to


Sales Manager
Company Vision

 “We will be the very best foodservice distributor by being innovative and responsive to the interest and continued success of our customers, which in turn will provide for the success of our co-workers, suppliers and community”

Overview 

The primary responsibility of this role is:

1) Providing Customer Care through tele-conversation
2) Making Out-bound Tele-sales  calls
3) Working closely with  the  Sales Team - Building Strong Relationship with assigned customers
Functional Relationships

All Bidfood internal departments and Bidfood customers. 
Key Responsibilities 
Customer Care 

· Receiving and keying customers’ orders  which  comes from various media.
· Receiving and handling customers’ complains; organising products to be return/replaced  if needed
· Managing and communicating customers’ back orders with various departments and customers
· Greeting any walk-in customers or suppliers and ushering them to the appropriate channel
Out-bound Tele-sales

· Making Out-bound call to the customers’ groups
· Up-selling in every opportunity

· Tele-selling any  product which issued by the Sales Manager and/or Purchasing Team 
· Co-managing fresh chicken Call list.
Building Strong Relationship with assigned customers
· To build and  nurture a positive reputation for Bidfood to the customers

· Ensuring customers’ satisfaction by providing a smooth transition
· Communicating with and assisting the customers in the area of standing orders, samples, Mybidfood and Bidclub
· To working closely with Sales Representatives with the objectives of:

· Building positive relationship with customers
· Meeting branch required service level 

· Increasing product knowledge 

· To make  periodic field trips with Sales Representatives  to maintain good customer relationships
General
· Managing fresh fish list, allocation list, re-charge invoices, all aspect of mybidfood, Bidclub
· E-mail boxes (own, sales NP)

· Managing and Monitoring mail boxes which have been assigned
· Responding to, delegating and or on-forwarding mails appropriately
· Co-manage Bidchat with the CSC team
· Attending Sales meetings
· Preparing for meetings
· Actively involve in the meetings
· Attending any training session/conference arranged by the branch

· Backing up team member in their absent
· Occasional out-call for emergency delivery or procuring
· Saturday roster, once to twice a month working in office / despatch.
· Extra shift on special events, EG: WOMAD
· Maintain a high standard of dress and grooming so as to represent a professional company image to visitors

· Self-development, Bidfood encourages all staffs to explore any opportunity to self-improve their skill, their knowledge, their position. The ability of “Learn, un-learn and re-learn” would be promoted throughout the branch.
Food Safety

· As per your Employment Agreement, ensure that you observe Company policies on personal hygiene, wounds and infectious illnesses.

Health and Safety

· Under the Health and Safety at Work Act 2015, you are obliged to take all practical steps to ensure your own safety at work and to ensure the safety of all other persons in the workplace.

· Ensure that the Safety Officer is advised of any new accidents, incidents or hazards identified immediately via Montage or your supervisor. 
· Report any health and safety concerns to the Safety Officer.

I accept this position and its accountabilities and I agree to use the systems, to meet the standards and to produce the stated outcome.

Signature:

______________________________________________

Date signed:

______________________________________________

